JOB SHARING FOR SCHOOL STAFF
Introduction
The purpose of this document is to give schools information and guidance on job sharing.  The main objective of job sharing in schools is within the context of its equal opportunities policy.  Job sharing gives people who are unable to or choose not to work full-time the opportunity to pursue a career, and in addition, receive the same terms and conditions of employment as a full-time employee (on a pro-rata basis).  It also enables schools to recruit and retain skilled and experienced people who are unable to or choose not to work full-time.

This document aims to explore the scope of opening up, a much wider range of part-time opportunities at all levels of responsibility.  

Job sharing has been in operation in Nottinghamshire schools for many years now and experience has shown that it is beneficial both to the participants, and to the school and its pupils.  It can increase the range of skills available in the school and often brings a greater breadth of experience to the post.  The aim is to ensure that those who are sharing the job will form an effective team with complementary skills so that their similar but slightly different approaches to the work will prove beneficial.  Job sharing can provide opportunities for parents to return to work on a regular and established basis without working all day or all week.  For instance, they could be able to be at home either at the beginning or the end of the day when their own children leave for or return from school.  From the point of view of the school, the fact that two employees are only working part of the week means that there may potentially opportunities to provide cover if required (although this should not be assumed).
All posts in schools should be considered for job share.  There are, of course, many issues to be considered when reviewing the possibility of a job share which will differ from post to post and will need to take account of the circumstances and operational needs of each school. These will include the possible effects of job sharing on efficiency, costs, supervision, communication, continuity and the maintenance of educational standards.   

Employees now have the right to apply for flexible working under UK law, for the purpose of caring for a child or adult.   Further guidance on flexible working can be found on Wired /HR Guidance (schools)/ Flexible working. 

Definition

Job share is where the duties and responsibilities of a post are shared between two or more people working part time.  Responsibilities will be shared in such a way that the jobs equate to a full-time post.  The work pattern adopted by the job sharers will be agreed in negotiation between each of the partners and the school to achieve mutual benefit.  Each partner to a job share will hold a separate contract showing the terms and conditions of appointment.  The totality of the contract cannot exceed the provisions of the Green Book or School Teachers’ Pay and Conditions Document, the Burgundy Book and locally negotiated agreements with the Recognised Trade Unions.  In particular partners cannot be required to attend meetings etc on days which they do not normally work unless this has been agreed in advance and time off in lieu or additional payment including travelling expenses are made.
Eligibility

Each request for job share must be considered on its own merits and, if the request is turned down, the employee must be notified in writing of the reasons why. The school should always offer the individual an opportunity to discuss such a decision at a meeting with the Head Teacher, accompanied by their Trade Union representative or person of their own choosing if they wish.  It should be noted however, that the majority of appeals brought before Employment Tribunals against decisions not to grant job share arrangements are lost on equal opportunities grounds.

     In exceptional circumstances a post may be considered inappropriate for job share or a job share request turned down if there are reasonable grounds for the decision.  Advice should be sought from the CYPS HR Team before making such a decision. 
Roles and Responsibilities 

In order for a job share arrangement to work well, there must be commitment from all parties (school management, the job share employees and their colleagues).  Careful planning and a degree of flexibility is required from both sides and regard should be given to the following roles and responsibilities.  


School Management
· Carefully consider and determine how the responsibilities will be shared and how the hand-over between the partners will work.  Responsibilities must be divided in such a way that the combined jobs equate to the grading of a full-time post.  In terms of volume, careful attention must be paid to a realistic allocation of duties according to the hours worked by each partner.  

· Be aware that each post holder will be entitled to terms and conditions no less favourable or more onerous than full time employees. In particular, collectively, they will not be required to attend a greater number of meetings or perform other duties eg playground duties greater than the equivalent full time employee in the school.  For example, schools will need to consider the timing of staff meetings, parents meetings etc carefully so that the job share partners are not required to attend collectively over and above that expected of an equivalent full time employee.  For teachers, the directed time budget should be planned on a pro-rata basis for each employee.

· In the case of teachers, careful consideration will also need to be given the timing of INSET days so that both partners have an entitlement to INSET and are not excluded.  Collectively they are not required to attend INSET over and above that which an equivalent full time employee is, unless it is agreed and either time off in lieu is given, additional payments are made or other flexible arrangements are agreed in advance.

· Job share partners will receive benefits on a pro rata basis, depending on their working hours.  This includes bank holiday leave, which will be shared between the 2 job sharers on a proportionate basis (eg for support staff working all year round, if each partner works 18.5 hours per week (half full time), they each receive an entitlement to half the number of bank holidays in any leave year.  It may be simplest to add this entitlement to the annual leave entitlement, and to work it out in hours rather than days.

· Colleagues of job share workers should be fully informed of the arrangements, and where possible engaged in the planning process to encourage their support and commitment.


Job Share Employees

· The partners should undertake to work collaboratively and flexibly with each other and to ensure effective communication and hand-over arrangements.  
· Partners would need to demonstrate that where, despite all efforts, the timetable does not otherwise allow, they can make satisfactory arrangements for consulting each other so that the full responsibilities of the post can be discharged efficiently.  No additional payment would ordinarily be made for this overlap time.

· Be aware that it may be necessary to attend meetings etc (eg parents’ evenings, staff meetings) outside of their normal working hours, but pro rata to that expected of an equivalent full time employee.
Further guidance is available from Children and Young People’s (CYPS) HR Team.  Employees may also wish to seek advice from their Trade Union. 
Managing Job Share Arrangements

Recruiting

A person may become a job share partner in many circumstances, including:

· A full-time post is advertised and the employee applies for the post on a job share basis.

· One partner leaves a job share.

· An existing full-time employee in a school wishes to share the job with another like-minded member of the school staff.

· An existing full-time employee is seeking a partner to share the full-time post.

It should be noted that entering into a job share agreement is wholly voluntary for existing employees and their request to do so should be put in writing.  It would be good practice for applications for job share working to be made in line with the Flexible Working Procedure.

Job share partner applicants should be interviewed as if they were single applicants for a full-time post and appointment would be solely on merit and in line with normal recruitment procedures.  The pattern of the job share should be discussed at interview.  Further guidance can be found on Wired /HR Guidance(schools) / Recruitment and Selection of Staff in Schools 

Work Patterns

Job sharing work patterns will vary according to the needs of the school at the time, e.g.

(
A set share of days in the week

(
Mornings or afternoons

(
Week on/week off

(
Alternate days

(
Other patterns 

Should a job sharer wish to return to full time work they would have to apply for vacancies and compete in the normal way.

Resignation of a Job Sharer 

It will be established at the outset whether termination by the County Council or resignation by the employee in one of the part-time jobs can be treated as wholly separate from the other part-time job or whether they must be linked.  The most desirable arrangement will be for the two contracts to be capable of independent operation, though this will not always be so.  Contractually, arrangements will hinge on the ability to recruit another person if one of the two parties leaves.  For example, if one works mornings and the other afternoons, no special contractual provision may be necessary.  However, where the nature of the job and/or the working pattern makes special provisions necessary a suitable clause might be:

“If one of the job sharers resigns, or if an appointment is terminated by the Authority, the remaining job sharer may opt for one of the following:

a)
To convert to full-time working in the post, provided that the remaining job sharer is suitably qualified to undertake the full range of duties required.

b)
To remain in post on a job share basis with no contractual change, where it is practicable.  An appointment is then made to the remaining vacancy.  Where a contractual change is necessary this shall be mutually agreed with the job sharer.

c)
To remain on a job share or part-time contract where there is no requirement for the school to fill the vacant element of the post.


d)
Be redeployed to another post in the school if practicable (providing this is of no higher status) on the pay, terms and conditions applicable to that other post.

Staffing Reductions

In a potential redundancy situation at the school the job share post shall be considered as one full time equivalent post.  The job share employees must be treated no less favourably than other employees at the school and both partners will need to be treated separately in respect of any skills audit.  In particular if there is a need for a redundancy of less than a full time equivalent (eg 0.5fte) it should not be assumed that one of the job share holders will automatically be selected for redundancy.  If a job share post is selected where there is a staffing reduction of less than one full time equivalent (eg 0.5fte) then both partners shall be considered equally.   Further guidance can be found on Wired / HR Guidance (schools) / Reductions in Staffing
In-Service Support

Some job sharers may be returning to work after a break of a number of years.   For these staff a range of in-service support will need to be available to assist them in updating their knowledge and skills.

Pension Implications

Teachers 

Teachers are automatically included in the Teachers’ Pension Scheme unless they opt out regardless of the nature of their contract.  Therefore should a teacher transfer from full to part time employment they need make no election to join the scheme.
Support Staff

Support staff are automatically included in the Local Government Pension scheme unless they opt out, regardless of the nature of their contract (except in the case of short-term casual workers, ie supply staff).  Therefore, should they move from full to part time work, they need make no election to join the scheme.

All Employees 

Both the Teachers and Local Government Pension Schemes use the number of years’ service an individual has in the scheme as part of the calculation of pension benefits on retirement.  However, pension calculations are not based simply on years’ service, the number of hours worked are also taken into consideration.  For instance, if an employee works half time for 20 years, 10 years’ service would be used in the calculation of their pension benefits. 
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